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25X1C4a

STANDING OPERATING PROCEDURE 1 August 1968
<. NOMBER 22-3177-1

s ) PER DIEM PQOLICY FOR MILITARY,
2oXIA0E a7 ~USAF CIVILIAN AND Y- PERSONNEL

% - et i = s o

©.1, PURPOSE: To establish a uniform policy and procedure for
the payment of per diem and mileage allowances.

2,. SCOPE: All personnel (military and civilianj assigned or
attached to this unit.

3,, GENERAL:

25X1A6a- a,

3 .. assignme
§l 25X1A6a | basis to

has been established as the PCS point of
r personnel with duty asssignment on a TDY

b. Per diem and mileage allowances for civilian personnel
will be computed in accordance with Standard Government Travel
Regulations (SGTR).

~ ¢. Per diem and mileage allowances for military personnel
:will ‘be computed in accordance with Joint Travel Regulations{JTR).

t~ #%.d, It is understood and expected that variations in travel
~wWijl occur. The DCS and/or the Base Commander will approve such
dgjiltlans for which claims are submitted,

G ~% tt One paid conpannltory trip a month may be authorized for dcserving
m’ﬂﬂl. The Commander, DCS, DCO, DCM, OIC Weather and 25X1C4a
., authorized to make this determination with respect to personnel assigned
under them, This does not in any way constitute blanket authority for this
trip. The purpose is to compensate individuals for being separated from
~ their families during the week and will permit them to do household tasks
not -easily accomplished on weekends. In order to be paid per diem for this
trip, the individual must depart the Area, via aircraft, on the day prior
to his compensatory day off and return to the Area, via aircraft, on the
. day following his compensatory day off, As all travel will be performed
oeovie ;qvarnmant'airéraft, no mileage will be paid, Shift workers are mnot
-smtTtled to this compensatory trip due to the fact that they are at home
“’lntia: the wegk with their family for periods of three to four, (3=4) days.
o ¢ ngatory trips must be certified by the appropriate approving officials
1t1;1 ng the ue:ivi:y in the double asterisk (*%) columm.

Supefsedes: SOP 22-3177-1, dated 23 May 1966

OPR: DCS
DISTﬁ&WﬂTSﬁQr Rﬁlease 2001/08/27 : CIA-RDP33-02415A000600070002-5



Approved For Release 2001/08/27 : CIA-RDP33-02415A000600070002-5
SoP 22-3177-1

f. The per diem received under this program is based upon
an administrative determination and is not a right under govern-
ment regulations. Nonetheless it is a formal financial claim
for expenses incurred and as such must be exact and true in

every respect,

- -4 CY: Travel and per diem payments are determined by the
25X1A6a ﬂffﬁance Officer based on the following rules,

25X1A6a -

25X1A6a

25X1A6a

.~ a, Mileage frommm computed as a con-
stant and is hereby established as 0 miles for the main as

well as the orange road. Mileage on the back road via highway
25 is also computed as a constant and is established as 180 miles.

b. Meals will be considered to bhe available if the individ-
ual is on station at any time during the published meal period.

" Boondocking personnel will be considered to be "on station"

insofar as meal availability is concerned. Meal periods will
be the official pericds during which the appropriate meal is being

- served. These periods are subject to change at any time,

C. The maximum allowable travel time betwecen 25X1A6a

is two,and one-half (2 1/2) hours via the main
road, three (3) hours via the orange road and four (4) hours
via the back road, The back road is authorized for travel when

/Bzgggpldsed, however no additional compensation will

e paid unl use of the back road is directed by the Commander
or DCS beeduse of emergency conditions. Time used in excess of
above limits must be fully explained to and approved by the
Finapsé Officer or the DCS and/or the Commander as appropriate
to-Be reimburseable, All personnel are required to put down

o-dctual time of departure and actual time of arrival and not,
repeat not, the blanket maximum time allowed ahove, Points of

departure/arrival are established as your own home and | N
gate. |

d. In flight and/or box lunches will he considered as "meal
available" provided they are the type designed to be cooked or
heated prior to consumption, i.,e. TV dinners, f(rozen meats, ctc.
Sandwich type box lunch will not be considercd as meals available.

e, Official travel by government vehicle/aircraft is com-
pensated for by per diem only, no mileage.

- £, Per diem is not authorized for official trips of
ten (10) hours or less which originated inﬂ]

. 25X1A
. . When round trip temporary duty travel away from

begins and ends in the same calendar day, per diem will he
computed on the basis of avarlability of menls and quarters.

h., Travel (by any mode) for personal rcasons (PR, etc. )
which originates and terminates in B -ithin o twenty four
(24) hour period shall not he shown on the monthly voucher in
that no additional monies will accrue for such travel. The

Finance Officer will consider the individu s i remained
in [Fosf3elease 2001/08/27 : CIA-RDP33-02415A0006b08700b3%
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- i, Additional trips in any calendar week occasioned by
official holidays during that week are considered to bec official
reporting trips and will be so designated.

25X1A62 ~j. Travel from_ during the last
quarter of a day previous to a duty day will be allowed to pro-
vide adequate sIeep, However, all travel originating between
1200 - 2400 hours will be considered to have been begun after

) ‘1800 hours and completed prior to 2400 hours regardless of
25X1A- actual arrival time at [N :

25X1A6a k. Travel from_ which begins during

the last quarter of a duty day and extends into the first quarter
of the next day must be fully explained or it will not be
allowed; i.e. late flying, air evacuation, directed departure, etc.

1. Proficiency and or cross-country flights that are desig-
nated as official by the DCO will be reimbursed in accordance
with applicable JTR's or SGTR's., They will be designated as
. 0/XC on the monthly voucher., Time periods used in personal pro- ?
25X 1ABa ficiency and/or cross-country flights will be computed as if

the individual had remained in unless the flight RON’s
25X1A6a  or terminates in | in vhich case per diem will terminate
PN IFVIR .- the end of the quarter in which the person arrives in [Jjp*1/%2

5% 1ABa h-h gnddwilltcommen e with the beginning of the quarter in
A1A0E - whic eeparsﬂ

m. Official flights will be reimbursed in accordance with
JTR's and/or SGTR's as applicable. They will be designated as
-0/F on the monthly voucher.

- n., All official flights (0/XC and O/F) must be certified
by the appropriate approving official by initialing the activity
in the double asterisk (**) column in order for the individual
'~ to be reimbursed,

. 0, The calendar period covered by individual vouchers will
be staggered so that the heavy work load involved is distributed
in a reasonable manner. The Finance Officer in coordination
with the DCS will specify voucher periods,

N A

p. Monthly vouchers will be approved and forwarded to the
Finance Office on the first working day after the close of the
voucher period. Senior approving officials will not, repeat
will not approve or forward vouchers before thée end of the

v vocher period except in most unusual circumstances, i.e. Para
"r" below.

‘q. The Finance Officer will makc payment of monics duc on [
monthly vouchers NLT the fifth working day after the close of
the voucher period or date of submission whichever is later.
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r. The Finance Officer will not make early payment {(before
voucher period close out date)} unless an emergency ecxists and
he has the specific coordination of the Senior Anproving 0fficial
to whom the individual is assigned (i.e. DCS, DCO DCM, etc.).
~The Commander will resolve any differences of opinion which may
develop between the Finance Officer and the applicable Senior
Apprnv1ng Off1c1a1

5.  PROCEDURES:

a. Each individual will maintain his own travel itinerary
which must be approved in writing by the appropriate Deputy
Commander or the deputy's immediate assistant prior to submis-
sion to the Finance Officer. Penciled reports not acceptable,

b. Deputy Commanders will not delegate final monthly voucher
: approving authority below their immediate subordinate. This
“ does not in any way preclude each Deputy Commander from estab-
~ * 1lishing an "in-house" system for handling vouchers.

~ €. In event neither the Deputy Commander nor his immediate
subordinate are on the station when the voucher period ends,
vouchers may be approved by the Base Commander or in his absence,
by_the DCS.

d. Personnel requesting early payment (prior to the close
: of the voucher period) will secure written approval o —_
apgroprlatg Senior Approving DIf; etore the voucher is
‘'submitted to the Finance fice. Personnel requesting expedited
\{“Eazment (after close of voucher period but prior to the normal
- will also secu 11 _of the appropriate Senior —
_ Approv1ng Official. Early or expedlted payment may be desired
- because of personal emergencies; prior to departure on TDY or
leave orders, etc.

» e. All requests for early or expedited payment will be sub-
.. mitted -to the Finance Office through the First Sergecant (military
. personnel) or the DCS (civilian personncl). No onc cther than
“the Senior Approving Official and/or the First Sergeant will
‘make direct contact with the Finance Office to expedite payment.,

-+ - f,, Questionable itinerary items which cannot be resolved
~by the Finance Officer prior to the payment due date will be
resolved in favor of the individual in order to pay on time,
-+ The individual will be advised of the unresolved item at time
oo of payment and notified that he may be required to refund the
" amount in question when final decision on the matter is obtained.
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© g. Any questions that personnel may have regardiny the
amount of money received which are not resolved at the time of
payment will be brought to the attention of the First Sergeant
(military personnel) or the DCS (civilian perscnnel), The First
- Sergeant or the DCS will arrange an appointment for the individ-
ual with the Finance Officer.
25X1C4a

h. The Commander, Dcs, bco, ncM, oric N
0IC Weather Detachment are designated as Senior Approviag
Officials. The DCS is authorized to appiove vouchers for the

- Commander, the DCO will approve Weather Detachment vouchers in :
the absence of the Weather 01C., The Commander or the NCS will

25X1C4a  gpprove in the absence of the I 7lter- 25X1C4a
nate Senior approving officials within B vcather are not

authorized. 25X1C43 ;

i. Voucher reporting periods for personnei assigned Area
51 are as follows:

/25X1C4a (1) Supply, Por, pcoO, HNNEEEE7th thru 6th Month ;

(2) Command, DCM, DCS,; Wx and

‘A/C Maintenance 16th thru 15th Month

':, - . j” (3) Officer Zz2nd thru 21st Month

(4) Civilians 1st thru last day Month

j. Presently, Official meal hours are as iollows:

(1) Breakfast 0600 - 0830
(2) Lunch 1030 - 1300
(3) Dinner 1700 - 1930

These periods are subject to change and will be those meal hours
officially published by the DCS.

k. The Finance Officer will maintain a Master Ledger in
which he will record the name of each individual receiving monies
under this program as well as the exact amount patd each individ-
ual each month while he is assigned/attached to this unit, It

it
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wj.ll %o made available ’%o the Commiinder or a Senior Approving Official
for stndy purpases if it is ‘o requested on an individual basis. This
ledge‘g' w11l not be removed from the Finance/Command Section geographic

" ares. however.
O
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